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WCAIS DASHBOARD:

• Alerts
• Correspondence

• Using the Show Recent Correspondence Button
• Using the Search Correspondences Link

• Additional Dashboard Items
• Customizing the WCAIS Dashboard
• Adding the My Disputes grid to View the Instructions from the Judge

• Quick Links
• WCOA Dashboard Link

• Upcoming Briefs Grid
• WCOA Petitions / Answers Grid
• WCOA Requests Grid
• Judge Communication Grid

• WCAB Dashboard Link
• Upcoming Briefs Grid
• WCAB Requests Grid

• Records Request Dashboard Link
• Submitting a Request for Bureau Records

• File WCOA Petition Link
• Judges’ Procedural Questionnaires Link
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ENHANCED SEARCH FROM THE DASHBOARD

CUSTOMER SERVICE CENTER FROM THE DASHBOARD:

• Customer Service Center Home
• Questions Repository
• Process Guides & Simulations
• Previously Recorded Trainings

• I need help on this screen…
• Submit a Question
• Printable WC Forms
• Contact Us
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WCAIS IS THE OFFICIAL 
LEGAL RECORD.
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WCAIS DASHBOARD
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These elements always appear on the Dashboard by default:
1. Alerts grid
2. Correspondence button & link
3. Quick Links section
4. Additional Dashboard Items dropdown

1.

2.

3.

4.
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WCAIS Dashboard: 

Alerts
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The Alerts grid is where the user will see messages posted from 
WCOA, WCAB, and BWC.  
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ENHANCEMENT ALERT!  The September 2020 WCAIS 
enhancement to the WCAIS Dashboard alerts grid includes:

1. Add “Date” and “Program Area” columns to the Alerts grid.
2. Alerts display the most recent (by date and time) on top.
3. Display alerts in collapsible panels based on Program Areas (BWC, 

WCOA, WCAB and General). 
4. When the user logs in, the panels will be closed by default.

a. Once the user selects a panel, it will be opened.
b. Once the user selects the panel again, it will be closed.

5. Each panel will display a total number of alerts in panel header.
6. When a new alert is added after the user’s last login, the panel the 

new alert is in will open by default until they log out.
7. New alerts will be displayed in red until the user logs out.
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WCAIS Dashboard:

Correspondence
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There are two ways to search Correspondence:
• The Show Recent Correspondence button
• The Search Correspondences link
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Using the Show Recent 
Correspondence Button
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To fully access the correspondence grid, select the Show Recent 
Correspondence button.



14Attorney Comprehensive WCAIS Survival Guide

The 5 most recent Correspondences appear.  To view more than the 5 
most recent Correspondences, click the link to the next page.
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The Show Recent Correspondence button then turns into a  Refresh 
button.  Click the Refresh button periodically to reload new 
correspondences.
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Clicking the link in the Document Type column will download
the Correspondence.  Once downloaded, the closed envelope icon
(unread) will change to an open envelope icon (read).



17Attorney Comprehensive WCAIS Survival Guide

The link in the Case # column will take the user to the General
Information tab of the Dispute, Claim, Appeal, etc.  
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Using the Search 
Correspondences Link
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To view the Correspondence grid that includes the Claimant’s Name and 
to be able to filter Correspondence by Unread, click the Search 
Correspondences link.
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Select a pre-formed date 
parameter or enter your own.

Click Search

After clicking the Search Correspondences link, a more specific 
search can be performed by using date parameters.
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The search results will include the Claimant’s name! 
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Clicking the Show Unread Correspondences box only shows 
correspondence that has not yet been downloaded.
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WCAIS Dashboard: 

Additional Dashboard Items



24Attorney Comprehensive WCAIS Survival Guide

The Additional Dashboard Items section of the Main Dashboard 
allows the user to customize their WCAIS Dashboard.
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Customizing the WCAIS Dashboard
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The user can add any or all of the following additional grid(s) to the 
WCAIS Dashboard:

• My Claims
• Upcoming Events
• My Appeals
• My WCAB Petitions
• My Med Fee Reviews
• My Disputes
• My Requests for Designation of a Physician to Perform an 

IRE
• My Utilization Reviews

Once added, the grid(s) will appear on the Dashboard by default until 
or unless they are removed.
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From the Additional Dashboard Items dropdown, select the 
additional grid to add.
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Click the Add Item button.
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The screen will refresh to show the grid just added.  The user may 
repeat the steps to add other additional grids. 

NOTE:  This 
dropdown 
defaults to 
“My Claims”
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To remove the grid from the WCAIS Dashboard, click the X Remove 
from Dashboard link.  The screen will refresh and the grid will no 
longer be visible.
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Adding the My Disputes grid to view 
New Instructions from the Judge
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From the Additional Dashboard Items dropdown, select My 
Disputes.
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Click the Add Item button.
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The screen will refresh to show the My Disputes grid.  
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Anytime a Judge adds Instructions from the Judge in a dispute, the 
red View link will display in the My Disputes grid.

The grid automatically sorts itself to show Disputes with the View link 
at the top.  
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Clicking the View link takes the user to the General Information tab in 
the Dispute Summary where Instructions from the Judge are posted.  
Remember to scroll down to read all instructions.
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Once the View link is clicked, it will disappear from the My Disputes 
grid until or unless new Instructions from the Judge are added.
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ENHANCEMENT ALERT! September 2020 WCAIS release:

• E-mail recipients will receive an e-mail when new Instructions from 
the Judge have been added.

• Instructions from the Judge will be added to the Business Dispute 
Event log. 
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For more information on how to update your 
WCAIS profile to become an electronic 

recipient, click here.

For more information on the Dispute Business 
Event Log, click here.
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WCAIS Dashboard: 

Quick Links
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There are five links in the Quick Links section of the WCAIS 
Dashboard:

• WCOA Dashboard
• WCAB Dashboard
• Records Request Dashboard
• File a WCOA Petition
• Judges’ Procedural Questionnaires
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WCAIS Dashboard: 

Quick Links

WCOA Dashboard Link
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Anytime a brief schedule is set; a request, answer, or petition is filed; a 
Judge rules on a request; or a Judge sends a Judge Communication, a 
red NEW will appear next to the WCOA Dashboard link.
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Selecting the WCOA Dashboard link will take the user to the below 
screen:
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Upcoming Briefs Grid
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Upcoming Briefs Grid:  All pending briefs will remain indefinitely.  
The brief schedule will disappear from this screen a week after the brief 
is received, or marked no longer required or not being submitted.
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WCOA Petitions / Answers Grid
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WCOA Petitions / Answers Grid:  All pending petitions & answers will 
remain indefinitely.  The petitions and answers will disappear from this 
screen a week after they have been processed or rejected.
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WCOA Requests Grid
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WCOA Requests Grid:  All pending requests will remain indefinitely.  
The request will disappear from this screen a week after it has been 
approved, denied, or approved in part; denied in part.

NOTE:  You 
can see the 
Judge’s ruling 
on your request!
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Judge Communication Grid
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Judge Communication Grid:  All Judge Communications will remain 
indefinitely.  The user can manually delete them or mark them as read.
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WCAIS Dashboard: 

Quick Links

WCAB Dashboard Link
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Any time an appeal brief schedule is set or an appeal request is filed, a 
red NEW will appear next to the WCAB Dashboard link.
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Selecting the WCAB Dashboard link will take the user to the below 
screen:
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Upcoming Briefs Grid
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All pending briefs will remain indefinitely.  The brief schedule will 
disappear from this screen immediately after the brief is received or 
marked no longer required or not being submitted.
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WCAB Requests Grid
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All pending requests will remain indefinitely.  The request will 
disappear from this screen a week after it has been approved or denied.
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WCAIS Dashboard: 

Quick Links

Records Request Dashboard Link
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The Records Request Dashboard Quick Link will take the user to the 
Records Request Dashboard where they can request and view Bureau 
records online.
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The Records Request Dashboard includes:
A. Create Online Records Request button.
B. Available Records Request File(s) grid.
C. Pending Records Request Submitted Online grid.
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Submitting a Request 
for Bureau Records
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Click the Records Request Dashboard link in the Quick Links 
section on the main dashboard.
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Click the Create Online Records Request button.
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This is the screen where you can submit details related to the request.  

NOTE:  One Request is required per Claimant.
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Save a Cover Letter on your computer in PDF format which has the 
following information:

Include a signed authorization from the claimant (must be signed 
within the last 60 days) if you are not a party to the matter and you do 
not have a Subpoena.
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Type in the Claimant’s Last Name and First Name and then click the 
Upload Document link and follow the prompts to upload the PDF 
Cover Letter and Authorization that has been saved.
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Tips for Requesting Records:

• If the requestor is not a party to the claim and does not have a 
subpoena, they will need to provide an authorization form.

• Authorizations need to be signed within 60 days of submission.

• The Cover Letter must include the Claimant’s name, Claimant’s SSN 
and/or DOB, requestor’s name plus the name of the firm or insurer 
the requestor works for (if applicable), contact phone number, party 
the requestor represents, and what exactly is being requested.

• The request must be for Bureau of Workers’ Compensation records 
not medical records.

• The requested information must be uploaded in PDF format and 
should all be submitted as one PDF. 
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After submitting the Request, it can be viewed in the Pending Records 
Request Submitted Online grid.

This allows the user to check the status of a pending records request 
without having to call.
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As soon as a request is complete, it will move from the Pending 
Records Request Submitted Online grid to the Available Records 
Request File(s) grid.

All requests are confidential and will only appear in WCAIS to the 
party who logged in and submitted the request.
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• Requests Responses are in PDF format and will generally disappear 
after 90 days.

• If a response is too big, it will appear as multiple responses 
(response 1, 2, etc.).

• Users can save and print from this grid.
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When requests are processed and records are ready for viewing, an 
email will be sent to the email address located in the requestor’s 
WCAIS profile.

Be sure to keep e-mail addresses updated and accurate!

NOTE:  The user can access the Records Request Dashboard at any time.  
Users do not need to wait for the e-mail.
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For more information on how to update 
your e-mail address in your WCAIS 

profile, click here.
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WCAIS Dashboard: 

Quick Links

File WCOA Petition Link
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The File a WCOA Petition Quick Link takes the user to a search 
screen to  look for an existing claim.
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If there is an existing claim, click the Associate button, otherwise, click 
File a Petition on a Claim not Found.

NOTE:  When associating to an existing claim, make sure the Claimant, 
Employer, and Injury Date match the petition.
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• If an existing claim is associated, the Claim Number, Claimant, 
Defendant, and Date of Injury will be pre-populated.

• Select a petition type from the Select Petition Type dropdown.
• Click the Continue button.
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Petition types available for selection may depend on whether a claim 
was associated.

For example, in order to file a Petition to Review a Utilization Review 
Determination, there must first be a determination to review. The filing 
party must associate the claim, which contains the determination for 
review.

Another example is the UEGF petition.  In order to file a UEGF 
petition, the filing party must associate a claim, which has a UEGF 
Notice that has been in accepted status for at least 21 days.
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• If there is no claim to associate and the button to File a Petition on 
a Claim not Found was selected, there will be no pre-population of 
information.

• Select a petition type from the Select Petition Type dropdown.
• Click the Continue button.
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Complete all required information on the tabs on the left.  

NOTE:  If a Claim is associated, information on the first four tabs will be pre-
populated.



82Attorney Comprehensive WCAIS Survival Guide

For more information on other ways to file 
a WCOA petition, click here.  
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For more information on filing a petition, 
click here.
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WCAIS Dashboard: 

Quick Links

Judges’ Procedural Questionnaire Link
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The Judges’ Procedural Questionnaires Quick Link will take the user 
to the Comprehensive List of Judges on the WCOA Website.
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From the Comprehensive List of Judges screen, clicking the link in 
the name of a particular Judge will take the user to that Judge’s 
Questionnaire.
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Most Judges have special COVID instructions in their Questionnaires, 
which are accessible through the “Click Here…” link.
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The Judges’ Procedural Questionnaires are also linked in two other 
places:  the Judge’s Name in the Judge Communication grid on the 
WCOA Dashboard and…  

88



the Judge’s Name in the General Information tab of the Dispute 
Summary.
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ENHANCED SEARCH FROM 
THE DASHBOARD
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There are a few different ways users can search for matters.  

• Type a search term in the search box in the upper right corner of the 
WCAIS Dashboard and click GO.
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The Search results for John Smith returned:

• Synonyms for John AKA Jack
• Results that match either John or Smith
• Results that have either John or Smith in any of the parties’ 

names
• All matters (Appeals, Med Fees, Disputes, Claims, etc.) which 

match any of the above   
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If the user is looking for only Disputes for John Smith. 

• Select Dispute from the All Matters dropdown next to the search 
field.

• Type John Smith into the search field.
• Click GO.
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This time the Search results for John Smith returned:

• Synonyms for John AKA Jack
• Results that match either John or Smith
• Results that have either John or Smith in any of the parties’ 

names
• Only Disputes which match any of the above   
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If you don’t want to use a search term or matter type, simply click GO.

This time the Search results returned ALL MATTERS associated to the 
logged-in user.
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From the results screen, the user can narrow results by the matter type 
on the left and then narrow even further by clicking the Show 
Advanced Search for [Matter Type Selected] link.  
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When the Advanced Search link expands, the user can enter any 
number or combination of search parameters.  In this screenshot, the 
user is looking for disputes in Briefs Overdue status assigned to Judge 
Manager Cicola.
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There are a number of different tricks which can be used to ensure 
greater success with the search results.  

Those tricks can always be found in WCAIS by clicking the Keyword 
Search Tips link to access the Search Tips for WCAIS pop-up.
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This is the pop-up screen for tips:
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An asterisk can be used as a wildcard.  For example, if the user can’t 
remember if Katherine is spelled with a K or a C, if *atherine is typed 
in, the search results will display both Catherine and Katherine.

NOTE:  The asterisk can be used at the end of a term as well.
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Quotations can be used to ensure an exact match.  For example, if the 
user types “John,” then the search results will only return an exact 
match.
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A tilde (~) can be used to find alternate spellings of a name.  For 
example, if the user types Steven~ then the search results may include 
Steven, Stephan, Steve, etc. 
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Use OR to expand the search for either this OR that.  For example, if 
the user types in James or Steven, the search results will include 
matches for either or both.
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD
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The Customer Service Center is available from any screen in WCAIS 
and allows the user to select one of the following:

• Submit a question to BWC, WCAB, or WCOA Resource Center
• See answers to previously asked questions
• View FAQs (called previously answered questions)
• See Process Guides and Simulations 
• Choose the “I need help on this screen” option
• View previously recorded trainings
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD:

Customer Service Center Home
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From the Customer Service Center Home option in the Customer 
Service Center dropdown, the user can access the following:

• Questions Repository
• Process Guides & Simulations
• Previously Recorded Trainings
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Customer Service Center Home:

Questions Repository
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Questions the logged-in user has previously asked
Questions other users have asked

Search all previously submitted questions

Link to all LIBC forms
Link to submit a new question

In the Questions Repository, the user can find the answers to 
Frequently Asked Questions (FAQs) or submit questions and review 
answers.
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Customer Service Center Home:

Process Guides & Simulations
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In the Process Guides and Simulations screen, the user can browse all 
step-by-step process guides and simulations from the links in the menu 
on the left.
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Click the + icon next to the topic to expand its contents and then click 
on a sub-topic to access the user guide.
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If there’s a simulation, there will be a link indicating such.



114Attorney Comprehensive WCAIS Survival Guide

After clicking the simulation link, the You Tube simulation video will 
load.  Click the Play icon to start the simulation.
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Customer Service Center Home:

Previously Recorded Trainings
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After clicking the Previously Recorded Trainings link, the user can 
watch videos of previously delivered training sessions to learn about 
recent changes and enhancements made to WCAIS.
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Click the + icon next to the topic to expand its contents and then click 
on a sub-topic to access the recording.
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Select the CLICK HERE to view this previously recorded training 
video link.
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After clicking the link to view the recording, the Webex video will load 
and play.  
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD:

I need help on this screen…
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From any screen in WCAIS, the user can click I need help on this 
screen from the Customer Service Center dropdown.
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A pop-up will appear which has more information regarding the page 
the user is on.
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD:

Submit a Question
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The user may click the Submit a Question option from the Customer 
Service Center dropdown to ask a question to the WCOA Resource 
Center, BWC, or WCAB.
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When submitting a question:

Choose adjudication if in litigation

Be specific with the description

Upload relevant documents
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After including all relevant details, click Submit.
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A success message with a Question Reference Number will appear.
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The question will appear in the Questions Repository.  

For more information on the Questions Repository, click here.
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When the WCOA Resource Center answers your question, the Status 
will change to Complete.
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Clicking the link to the Reference Number will show the WCOA 
Resource Center’s response:
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD:

Printable WC Forms
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The user may click the Printable WC Forms option from the 
Customer Service Center dropdown to access the Workers’ 
Compensation Forms page of the Workers’ Compensation website.
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From this page, the user can scroll down to access the forms links.  
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CUSTOMER SERVICE CENTER 
FROM THE DASHBOARD:

Contact Us
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The Contact Us option from the Customer Service Center dropdown 
has a button to Ask a Question and the BWC Helpline contact 
information.
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After clicking the Ask a Question button the user can complete the 
Submit a Question form:

Choose adjudication if in litigation

Be specific with the description

Upload relevant documents
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After including all relevant details, click Submit.
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A success message with a Question Reference Number will appear.
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The question will appear in the Questions Repository.  

For more information on the Questions Repository, click here.
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When the WCOA Resource Center answers your question, the Status 
will change to Complete.
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Clicking the link to the Reference Number will show the WCOA 
Resource Center’s response:
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THE END


